Chapter 7 - Generating a Referral Certificate and
Referral Certificate Package

The Air Force Candidate Referral Certificate is designed to create certificates based on assigned
Tracking Codes. To create a Referral Package or generate a Referral Certificate the first step is to go to
the Reports > Options area of main menu.

[ 03APRINT408508318336 (Pull 1) Civilian Personnel Decision Support System _

File ‘iew Actions Tools | Reparts Help

AEF Repart... n = & * preey K| wey
- it = = P %
Certificate.., == |$|@| “ L = [ i;& . - IéI - @ *'? @ @
Generate Package, .,
l_ Reefierral Brief... Job Analysis Promation
PP-SER-GR: ]65-015609 Roster Repart. ... " Plan Template: IGS-D188-DS-INT-AFP-
Entry Grade: IS P Cptions... PERVISORY RECREATION SPECIALIST [YOUTH ACTIVITIES) [Change |
Social Pay Plan- GS/GM Service
Tracking | Rank A MName Security Series- High | Score | Algonithm | Award Appraizal Computation | SPC| ES |.Appt| ‘et
Code Administration Grade Grade Score | Points Date Elig | Pref

Nurnber

Note: When accessing the Reports menu, an attempt to generate a Certificate or a Package without
completing the required Certificate Options Dialogue window will cause the following dialog box to
appear.

CPDS5GenRep Error

|f tracking codes have been azzigned for the reguizition then zelect the codes to be reported using the options dialog for
requigition: 217585 - O0APRIMTO0200E216078, else assign tracking codes and then use the options dialog.

After selecting Options from the Reports area, the Certificate Options Window will appear. There are
five tabs on this screen that are used to prepare the certificate package.

General
This tab is ‘read only’ and shows information that has been imported from the Resumix Requisition.

d Certificate Dptions

General T O ptions T Certificate Types T Motes T Remarks

— Certificate Details

M urnber: |21 7555 |

Marne: |EIEIAF'FEINTDD2DDEE‘I E078 |

Title/PP-S eries-Grade: |F'EF|SDNNEL MANAGEMENT SPECIALIST ARS-0201-11 |

Baze: [EGLIN AFB FL [WALPARAISO) |

Organization: | |

QUICK
SAVE AND SAVE
CLOSE 7

Ok Cancel I Apply |
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Options

This tab is used to add or modify information for the certificate.

Make sure to change
the Expiration Date

/ x|
General T Options T Certificate Types T Mates 1 Rermark.s A calendar can
— / be accessed
— Certificate using the dI'Op—
Issue Date: | 19-Jun 2002 =] Expiration Diate: [13-Jun -2002 ;/ down menu.
Bargaining Unit: [&F2350 PATCOB: || «|  June 2002 ||
FPosition Type: |1 - Competitive Service ;I Mo. af Yacancies: [ i
/\ 26 27 28 23 30 31 |
Additional [nfo.: 2 3 4 5 E Y a

8 10 11 12 13 14 15
16 17 18 g8 20 21 2z
23 24 25 26 27 28 29

Q Cntifoing Official M1 2 3 4 5 B
— Certifving Officia . i
N - = Today: 6/19/2002
\—H-um'e.‘" Title: |
/"ﬁ‘mgmal ~—_
Marne; | Phone: | 3

Office Symbal: | E-b ail &ddress: | /
\\

efault.. |

[IF | Cancel | Amply |
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Certificate Types

This tab is used to select which candidates will appear on the certificate based on Tracking Codes and
the order in which the list of names will appear. The candidate must have been assigned the Tracking
Code(s) selected for the certificate to appear on the certificate. Note: A separate referral certificate will
generate for each Tracking Code that is selected. The only exception to this is the “Certificate of
Eligibles” used for DEU referrals.

Select Sort Order: Candidates can be sorted either by last name or by rank.

Select Attachments: Civilian Referral Briefs can only be selected when the Certificate Type
Is Internal

Select Certificate Type: Certificate Type is determined by the option selected under ‘Select
Certificate Type'.

Track Code/Description: All the Tracking Codes assigned on the Candidate Referral
Roster (CRR) will be listed here. Select the code(s) to use to generate a Referral Certificate(s).

In the example, certificates will be generated on those individuals with Tracking Codes of “RFC” and
“RFP”.

al:ertificate Options

General T Options T Certificate Types T Motes T Remarks

Ix

0

f* Candidate Last Name & dntemal [ racking Code}

— Select Sort Order : — Select Certificate Type >

— External
= Mon-Competitive External [Tracking Code]

" Rank

= Certificate of Eligibles [DEU, Score, YWeterans Preference]

W= Select Attachments

(" Excepted Service Ranked List [Score, Yeterans Preference]
[~ Civilian Referral Brigfs

(" Excepted Service Unranked List [Veterans Preference]
[~ Resume Text
& CONUS AEP
" Hawail AEP

<: Track Code iDescﬂ:tion S |

wer rade Consideration

RFFP Promation Consideration
OFrFr Feaszignment Consideration
O-rsc Supplement - Yoluntary Change to Lower Grade Consideration

QK Cancel Apply

NOTES:

» Civilian Referral Briefs: Only available for internal candidates. This feature will not be used
when an External certificate is selected.

» Resume Text: (All external candidates).
» CONUS AEP: (If required, use for positions filled within the Continental United States).
» Hawaii AEP: (Use for positions located in Hawaii).
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The Notes and Remarks tabs are used to add additional information for the position or candidates on the
referral certificate.

NOTE: Information typed in either of these areas will be displayed in either the Notes or Remarks area of
the certificate. The maximum number of characters for each of these areas is 500 and a maximum
number of lines is 5.

&l Certificate Options
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Generating a Referral Certificate/Package

When the certificate options area is complete, the Referral Certificate or Certificate Package may be
generated. To produce only the certificate, select Reports > Certificate.

To produce the entire package (Certificate(s), AEP Reports, Resume Text or Career Briefs) select
Reports > Generate Package from the main menu or use the Generate Package button. ...

e

22

S

¥

i

Sample of Internal Referral Certificate Package:

ﬁype of Certificate —
created based on

Tracking Code(s)
Type of Cetificate: pron ot
. . o 1 ITICATE . P rom otion Considerati
Air Force Candidate Referral Certificate » romeran enedErEon
Requis fion 10: 02 JULI Date aued:30-5ep-2002 | Expimtion Date: 30-0 k2002 BU: AF1640
¥ ofwvacancien:
Fay Plan- Geries - G rade { Position Ttk: G5.0335.06 [COMPUTER A5 SISTANT Bame:POFE AFB |CUMBERLAND ! |Organization: LGLO
HORTH
Entry Gr Lvl:6
Ramarka:

Column Headings -
NOTE: these will vary

ForAdditional Information Gall: FATGOE: Typa o f Poaition: Com pettive Semice |
CLERICAL depepdmg on the
Certificate produced
Name & Tithe of Gartifying Offic &l Gignaturs of Gertifying Offic gl
Hame PayPlan - Grade| Org/Office Symbol | Phone ‘ Action Code?

CF

KL

5C
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Civilian Referral Brief

CWlLlAN REFERRAL BR]EF Currentas of:0F-Jul-2003
FOR OFFICIAL UOE KLY, COHTANG IHFORNATION BUEJECT TO PRINACY ACT OF 1874 A3 ANEHDED. PROTECT ACCORDHELY.
Name: SSN::
PUTYRHOHE - o DUTY LOGATION: Rohins AfBase, Houston, G A
FP.SERIED -GRRDE: G5 .- 0326-03 TITLE: 9FFICE AUT OMATION CLERK
OFF.3¥NEOL: Ly GPEH: 93200.0FFICE AUTOM ATION CLERK JAFPR
ORGAHIZATION: WARNER ROEINS ALC CE OLLYO0ROBING LFE GA 3108800
OT. 3TART POAH 2 02-J0H-2002 aco: 02-JAN-2002 OT.LodT PRON D 02-J0N-2002
EiP TYPE: Federal Civil 5 ervice JUPU LEVEL: & ACQ CATEGORY: ** <o Datar ** ACQ LEVEL : ** <MNo Data> **
033aHEFFEGTINE OT: 02-Jup-2002 a33aH 3TaTea: fotve ,I'l,ssignment DemnoEE = DemoPP:
SKILLY z g ns Office Autom ation C kst PERCENTAGEZ{00.00 MONTHS:16.00
EXPERIENCE HISTORY:
St Dt End Dt. FP-SERSGR  Title
Exp Typa Gupv Laval ACQ Gategory ACQ Leval
Gommand Damo BE Damo PP
01-A0G-2001 E quipm et & perating Total Months Experience: 5.42
Mon-Federal 5 erice Non-Supemisory #* Mo Datas ** *# 2o Datax **
& oMo Datax ** 2o Data= ¥ # <No Data» &
Skild: LAY E rwgine ering Equip O pty Petcertage: 100 M onths: 3.42
01-ALG- 1983 P lum kit g Tofal Months Experence: 12.03
MNon-Federal § enice Non-Supenisory #* Mo Datas ** *# 2o Datax **
# <No Datax = #2NoData= *  *<MNoData> **
Skild: 2GR Flumbing Fersentage: 100 M onths: 12.02
02-AUG-{984  02-DEC-2000 G5 .-0303- Total Months Experence: 11203
MNon-Federal § enice Non-Supenisory #* Mo Datas ** *# 2o Datax **
# <No Datax = #2NoData= *  *<MNoData> **
Skild: BKK AMH ClerkibsstTechnician {0 ok O rder Confrol & Suth Petcertage: T35 Manths: 84.02
Skillz: BKK JOFSIFIL ClerkibsstTechnician { O ffice Semices ! Fisal Liaison Petertage: 253 Months: 28.04
AEP Report

AFFIRMATIVE EMPLOYMENT INFORMATION

CERTIFICATE NUMBER: 020C"
TYPE OF CERTIFICATE:
TITLE:

PAY PLAN - SERIES - GRADE: G35-0830-12

Pull 1)

Promation Consideration

MECHAMICAL ENGINEER

The enclosed referral cerificateds) has the following representation:

T HISFAMIC MALES

ou may have local goak forthe categories below

DEFIHITIONS:

DISABLED (HOH-TARGET): Persong with medical disability codes greater than 05 as depicted in SF 256 with

exception of target codes listed below

DISABLED (TARGET GROUP): persongs with medical digability codes 16, 17 (DEAF); 23,25 (BLIND ); 28 and 32-38
(MISSING EXTREMITIES); 64-68 (PARTIAL PARALYSIS); 71-78 (COMPLETE PARALYSIS); 2 (COHVULSIVE
DISORDERS); 90 (MEHTAL RETARDATIOH); 91 (MEHTAL ILLHESS); 92 (DISTORTIOH OF SPIHE LIMBS) as depicted

on 5F 256

This data may not be available for certificates with non - Air Force Candidates.

FOR OFFICIAL USE ONLY
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Sending the Package Electronically

e Select the Open Envelope, _l the following screen will appear.
e Select Acrobat Format (PDF) as the Format.
e Select Exchange Folder as the Destination. Click <OK>.

|
F L
-
Bcrobat Format [FDF) E
o= _— Cancel I
Dizk. file vI

Dizk file
|Micrnsnft b il [FAPI |

e The Select a Folder Window will display indicating your exchange profile name. Select your
mailbox folder and click <OK>.

S elect a Folder [—=1|
]

Frofile -
H r T aoree A hike
1

r Fold=r:

Sel=ct a Folder or an ASaddress Bool:

VS j -
Cancel |

— v

T o bt L
5 LB M ailbox - el hite s Tine D TR

W Rodern Sostems
B RAn S ELFF -
=B Public Folders b

The certificate and all of the identified attachments will flow to your exchange inbox.
Select Inbox and click <OK>.

Frofile - {
r T ornw " hite ' H’ O
| Carmcel

Folder:
rMailboH - wArhibe s Chive D PR s Sol mboe

Sel=ct 5 Folder or an Address Book:
=1 T o S hite
= b ailbos - warhite o Tine DR CFwS
[ Calendar
[ Contacts
1 Deleted lkems
[ Drafts
——
— Jourmal
= Motes
o Outbos
1 Sent lterms
=3 Ta=k=
CEl =B kModern Systems
1L B kAy SEFF
- B Fublic Faolders

At this point the document may be open for final review or to add any other required
documents/instructions, and forward to the CPF and/or selecting official based on internal procedures for
that CPF.
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e Or Select Microsoft Mail (MAPI) as the Destination. Click <OK>. This allows the user to send the
email directly to the manager or intended person. Using the MAPI procedure the user can cut and
past text information into the message area of the e-mail. E-mail must be open to use this method.

eport x|
=

I.-'l'-.l:rc-bat Format [FDF)

D estinalior: Cancel I
Drizk file ;I

Diizk. file
E xchange Folder

s B Microzoft b ail [MAR]] |

NOTE: The certificate or certificate package generated will be “Read Only.”
Return of the Referral Certificate

Once the manager has made a selection(s), the certificate must be returned in hard copy form by fax,
mail or hand-carried. When the completed certificate is received, the CRR should be updated to reflect
the tracking codes the manager has assigned to the certificate: Selected, Declined, Referred Not
Selected, etc.

' »CPDSS TESTING GS-0318-06 EXT (Pull 1) - Civilian Personnel Decision S -

File ‘iew Actions Tools Feporks Help

3 2@l
s _— -] Agency Dbjections [DR) 0K I
(1] Consideration Declined [CD)
PP-SER-GR: |Gs-nzm-11 [ DEL Declinations [DD) Cancel |
[Z7 DEU Mon-Referral - Matice of Rating [DEU - NR]
Entry Grade: I'l'l_ Pasition Title: [C71 DEU Refenal
(2 Ineligibility [1)
Tracking | Rank Mame [ Legacy (Do Not Use)
Code 4 -] Mor-Referral [NR)
-5 MonSelection
RFC 1 A ; D % BNS - Refered Not Selected
RFC 2 & .| -] Mot Qualiied (NE)
RFC 3 B. 1" | -2 Offer Declined [OD)
RFC 4 C O 1Y e (DEL)
EEE g E i -] Referral External [RE]
BEC 7 3] « | H-[23 Refenal Internal [RI)
BFP= 8 G : | -] Referal Special Placement [RSF)
RFP: 9 H I | B3 Selection [SE] [D54]
RFF* 10 H i o |5 DSA - Selected [For each selection provide the expected date of appointment]
RFC nH : 1% SEL - Selection
o 2 : {7} % SEP - Selection and PCS Restiction
RSC* 14 H
RSC* 15 Je
DFEs e It
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NOTE: Remember tracking codes only flow automatically to Resumix when one of the following
occurs:

o Certificate Generation
e Certificate Package Generation
e Roster Archived

Any subsequent tracking codes applied to the CRR such as Selected and Non-Selected must
be manually sent to Resumix. To send the Tracking codes to Resumix click the “Send Tracking” button

Or Actions > Send Tracking code from the menu.

i
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Hiring the Applicant — Updating Resumix

Once the effective date has been established, the staffing specialist has to update Resumix with the
following information:

Step 1: Open the Resumix requisition being filled. (Follow the guidance is Chapter 3, Selecting an
Existing Requisition.)

Step 2: Click the Tracking tab.
Step 3: Select the Activity tab.

Q\rer\riewl Deil  Tracking |Qu ar | ﬁntesl Resurme gearchl Fost |

Trackto Candidate

L =

EI_I Tracked
.5l L

I

Activity | O r|Nates|

Tracked Candidates

Lazt Mame | Firzt Mame | Lazt Action | Lazt Status | Date
L Tracked RFP -Promation Congiderati..  4/25
i Tracked RFP -Promation Congiderati..  4/25

Step 4: Click on the selected applicant. The Tracking Activity for that applicant is now viewable.

Qvewiew' Detail  Tracking |Qusmm| ﬂntes' Resume ﬁearchl Post |

Track to Candidate | I m@l

— L

E|_| Tracked Candidates Activity | Offer I Motes |

Tracking Activity :D

[rate | Action | Statuz

Tracked RFP -Pramation Conzideration

Step 5: Click the “New Action” button. E'l'|

g\ter\riewl Detail Tracking |Qustnm | ﬂntesl Resume gearchl Post |

Track to Candidate | I m@l

21| Tracked Candidates Activity | Offer I Motes |
L
j Yy Tracking Activity :.LL
[ate | Action | Statug | V
i Tracked RFF -FPromation Congideration
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Step 6: The Tracking Activity — Add box appears.

—Tracking Activity - Add

Aition I j Ok
Status I j Cancel

Date |5:1 2002

Step 7: Using the drop down menu select “Decision” as the Action.

|

“Tracking Activity - Add

C  Action IDecisinn )j 0k
Status I "I cancel

Date  [6/18/2002]

Step 8: The “Status” field must be completed; however, it is dependent on several different factors.

=

“Tracking Activity - Add

Action IDemsmn j [a]’s When finished -

Statys I j Gancel Click OK

Date  [6/18/2002]
Review the chart below for the appropriate Status code.
Candidate Currently in DCPDS Status =
Currently a Permanent Yes Internal Accept
Employee (Tenure = 1, 2)
Currently a Temporary Yes External Accept
Employee (Tenure = 0)
Currently serving on an Yes Internal Accept
Overseas Limited Appt or
Term Appt (Tenure = 3)
Not Currently an Employee No Accept
Currently an Employee No Accept
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Decision/Accept

IMPORTANT!!! The staffing specialist will use the Decision/Accept Tracking Code only when hiring a
candidate that is not currently in the DCPDS database. If filling a vacancy with an employee currently in
the DCPDS Decision/Internal Accept or Decision/External Accept should be used.

When the Decision/Accept Tracking Code is selected in Resumix, a new Applicant record is created
in DCPDS to be used in the appointment process. For this reason, the Tracking Code combination
(Decision/Accept) is only to be used if the selected candidate is not currently an Air Force employee
(not currently in the DCPDS database).

When the Decision/Accept Tracking Code is used, the system automatically
» Changes the applicant’s status to Hired,
» Changes the position status to Filled, if only one (1) vacancy exist, and
» Decreases the Number of Openings by one.

Note: These automatic actions do not occur when you use the Internal Accept or the External Accept
Tracking Code. You must change these fields manually.

Step 9: Notice the new entry on the Tracking Activity screen for the candidate selected. A similar entry
is added when you use Internal Accept or External Accept.

S || Activity | Offer | Notes |

_____ || [Tracking Actvity m 0|8l 4|

..... : Date Achion | Status

----- 13 11:47:2. . JEEEEN] SEL -Selection

----- i1'1§2 813/2003 Decision z

""" U] |8 7242003 1:29:22 ... Tracked RFP -Fromotion Congideration

Activity | Offer | Nntesl

Tracking Activity | ] &él

Date | &sction | Status |
1372003 11:47:2.. JEETEC] SEL -Selection

5 8/13/2003 Deesision

iﬁ V2472003 1:29:22 ... Tracked RFP -Promaotion Consideration

Step 10: Update the Resume Summary for the selected candidate. Select the Resume Summary
button.

Qvenfiew| Detail Tracking Igust0m| Motes| Resume gearchl Post |

Track to Candidate | I m

- || Activity | Offer | NDtes' N

: Tracking Activity ;b
I Action I Status
2003 11:47:2 . SEET ] SEL -Selection
{5 81342003 Decision Aceept
S| | 5 742442003 1:29:22 . Tracked RFP -Promation Congideration
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Step 11: The Resume Summary window will appear. Select the Custom tab.

2=l 5

Mumeric

Step 12: Under the General group, locate Resume Expiration custom field. Change the Resume
Expiration custom field to:

Temporary Position (Tenure = 0) Change the date to current date.
Permanent/Term/Overseas Limited Delete the resume expiration date.
Position (Tenure = 1, 2, or 3)

NOTE: Only external applicants will have resume expiration dates.
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Step 13: THIS STEP IS ONLY TO BE USED IF AN EXTERNAL CANDIDATE IS SELECTED FOR A
PERMANENT/TERM/OVERSEAS LIMITED APPOINTMENT (TENURE = 1, 2, or 3). Prior to
completing this step, you must make sure the DCPDS applicant record has flowed into DCPDS.

1) Under Resume Summary tab, select History tab.

2) Place a check [¥ in the Available block.
3) Change the source code to INTERNAL.

Resurme Surmarn, - |

v| x| 0] Bl S| = _u| & &

Qﬁ.renriewl Detail WREEeR Tracking |Qu5tum | HDtEB' EED |

—Status
Current IReceived <!v‘ Available ’
Cate Cescription To change:
[11rz62001  [Received = 1- Click on the folder.
2 - Select Internal from
|2n3:2m32 IHired the list.
3 - Click Select button.
4 - Click the Change To
button. Current source
| should read Internal.
—Source /
Current IINTERNAL Change To “INTERNAL 4
Drate Code Descripti
|4:1 7i2002 IINTEF{NAL ||nterna| Emploves Resumes -]
|1 152172002 IINTEF{NAL |Interna| Employes Resumes
RESUMIX/CPDSS User’s Guide to Filling Jobs 7-14

AFPC/DPCXT, Revised October 2003



Under Resume Summary tab, select the Notes tab.

Insert the following note: Source code changed to internal - placement into permanent position on (enter
date).

Fequisition Search  Resume Summary - | Folder - | v

| X0l oo o e

Qvewiew' Qetail' Hismrg.fl Tracking | Custom | potes | EEO

SELECTED FOR =00 28 JAN 02, PAR ;I

e

eonyree code changed to internal - placerment into & permanent position on 04-1 7-0] =
SMITHP:

Deleted WEQA and emailed applicant.
crisph 2372003 11:02:40 A

Click the Save E button.

Step 14. To close a requisition. Open the Detail tab in the requisition; then select the Administrative
tab.
a. Change the Status to the appropriate response by opening the drop down menu and
selecting the appropriate status (e.g., Filled/Cancelled/Returned/etc.)
b. If there is more than 1 opening, manually change the number of openings; if there was only

1 opening, the system automatically will change the Filled field to 1 and the Remaining field
to 0.

Requisition - O3 |

| x| O] =| 8| =)

Cverview  Detail ITracking | Custom | ﬂotesl Resume ﬁearchl Post |

Adrministrative I Joh |erar‘tment|

FRecruiter LI Cpehnings———————
|Filled =] Total | 1
Date FArz003 Filled I 1
ini | 0
HR Rep I ;I Femainino
History DO NOT
UNCHECK
Status Date ONGE
Fending 24120032 9:0% il Fost SAVED.
Cpen 1572003 Budgeted vl
|Filled |3r24r2003 Location |CHARLESTON AFBJ C > |
Shift |13t shift =]
vl

Click the Save E button.
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Archiving the CRR

With the CRR open, click the Archive CRR button |= or select Actions > Archive from the main menu

to archive a CRR. The below message will appear to ensure that the user truly wishes to archive the
roster.

Click <Yes> to Archive Roster =l

continue.
Are pou sure you wigh bo Archive

D0&PRINTO0200E2160787

1 we |

If the archive is successful, the below dialog box will appear.

Click <OK>.

Note:

- Once a Case file is archived, the file cannot be manipulated in any way. Only notes may
be added.

- A case file can only be archived if the Job Analysis Promotion Plan Template is approved.

- Specialists should archive the case files as soon as possible after EOD but at least within
90 days. Most of the case file documentation will be in CPDSS. To add any additional
information to the CRR, copy the information to include in the case file, click View >
Roster Property and paste the data into the Additional Information area.
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